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SUBJECT: SPECIAL SERVICE FOR GROUPS - A DEPARTMENT OF PUBLIC
HEALTH HIV/AIDS CARE AND PREVENTION SERVICES PROVIDER -
FISCAL REVIEW

We completed a fiscal review of Special Service for Groups (SSG or Agency), a
Department of Public Health (DPH) HIV/AIDS care and prevention services provider.
The purpose of our review was to determine whether SSG provided services to eligible
participants and spent funds in accordance with their County contract. We also
evaluated the adequacy of SSG’s accounting records, internal controls and compliance
with the contract and applicable guidelines. Contract services included providing
HIV/AIDS case management, mental health psychotherapy, storefront HIV
comprehensive risk counseling, and health education/risk reduction outreach.

At the time of our review, SSG had two fee-for-service contracts and four cost-
reimbursement contracts with DPH'’s Office of AIDS Programs and Policy (OAPP), and
was paid approximately $957,000 from March 2009 to July 2010. SSG's headquarters
is in the First Supervisorial District.

Results of Review

SSG provided services to individuals who met OAPP eligibility requirements, and
maintained the required personnel records. SSG also properly recorded and deposited
OAPP payments. However, the Agency billed OAPP $6,179 in questioned costs.
Specifically, SSG:
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. Did not maintain adequate documentation to support $2,284 in consultant costs.
SSG’s attached.response indicates that they will repay DPH the questioned

costs, and that they have developed procedures to ensure adequate
documentation is maintained for all consultant costs.

. Charged OAPP for salaries, totaling $3,044, that were not supported by
employee time records.

SSG’s attached response indicates that they will repay the unsupported costs,
and that they will ensure actual hours worked on OAPP contracts are reflected
on employees’ timesheets.

. Did not maintain accounting records to support $851 reported on their Cost
Reports.

SSG’s attached response indicates that they will repay the unsupported costs
and will ensure that backup documentation is filed to support the cost reports.

The details of our review, along with recommendations for corrective action, are
attached.

Review of Report

We discussed our report with SSG and OAPP. In their attached response, SSG agreed
to repay OAPP $6,179 in questioned costs, and to implement the other
recommendations in our report.

We thank SSG management for their cooperation and assistance during our review.
Please contact me if you have any questions, or your staff may contact Don Chadwick
at (213) 253-0301.
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SPECIAL SERVICE FOR GROUPS
HIV/AIDS CARE AND PREVENTION SERVICES
FROM MARCH 2009 TO JULY 2010

ELIGIBILITY

Objective

Determine whether Special Service for Groups (SSG or Agency) provided services to
individuals who met the eligibility requirements of the Department of Public Health’s
(DPH) Office of AIDS Programs and Policy (OAPP) Program.

Verification

We reviewed the case files for 14 Program participants who received case
management-psychosocial services during March 2009 to July 2010 for documentation
to confirm their eligibility for OAPP services.

Results

The case files for the 14 Program participants sampled contained documentation to
support the participants’ eligibility to receive Program services.

Recommendation

None.

CASH/REVENUE

Objective

Determine whether cash receipts and revenue were properly recorded in the Agency’s
financial records and deposited timely in their bank account. In addition, determine
whether there are adequate controls over cash.

Verification

We interviewed Agency personnel and reviewed their financial records, including the
Agency’s February 2010 bank reconciliation.

Results

SSG appropriately recorded and deposited OAPP payments timely into the Agency’s
bank account. In addition, the Agency reconciled its bank account on a monthly basis.

Recommendation

None.
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COST ALLOCATION PLAN

Objective

Determine whether the Agency’s Cost Allocation Plan was prepared in accordance with
the County contract, and used to appropriately allocate shared Program expenditures.

Verification
We reviewed SSG’s Cost Allocation Plan and accounting records.
Results

SSG’s Cost Allocation Plan was prepared in accordance with the County contract and
shared costs were appropriately allocated.

Recommendation

None.

EXPENDITURES

Objective

Determine whether Program-related expenditures were allowable under the County
contract, properly documented, and accurately billed to OAPP.

Verification

We interviewed Agency personnel and reviewed accounting records and documentation
for 17 non-payroll expenditures, totaling $21,535, from June 2009 to July 2010.

Results

SSG charged OAPP $2,284 for consulting services that were not sufficiently supported
by the documentation they provided.

Recommendations

SSG management:
1. Repay DPH $2,284.

2. Ensure that adequate supporting documentation is maintained for
consulting services.
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PAYROLL AND PERSONNEL

Objective

Determine whether payroll expenditures were appropriately charged to OAPP. In
addition, determine whether personnel files were maintained as required.

Verification

We traced payroll expenditures for nine employees, totaling $21,642, for February 2010
to the Agency’s personnel files and time reports. We also reviewed the employees’
personnel files.

Results

SSG maintained the required personnel records. However, the payroll expenditures
billed to OAPP for two employees were not supported by the employees’ time records.
The unsupported amount totaled $3,044. In addition, three (17%) of 18 time records we
reviewed were either not signed by the employee or a supervisor.

Recommendations

SSG management:
3. Repay DPH $3,044.

4. Ensure payroll billings are based on actual hours spent by employees
performing OAPP related activities.

5. Ensure that time records are signed by the employee and supervisor.

COST REPORTS

Objective

Determine whether the Agency’s Cost Reports reconciled to the Agency’s accounting
records.

Verification

We traced the Agency’s general ledgers to the Agency’'s Cost Reports submitted to
OAPP for the periods ended February 2010 and June 2010.

Results

SSG's accounting records did not support $851 in expenditures on the Agency’s Cost
Report.
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Recommendations

SSG management:
6. Repay DPH $851.

7. Ensure that their Cost Reports are supported by the accounting
records.
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SPECIAL SERVICE FOR GROUPS
RESPONSE TO FISCAL REVIEW OF HIV/AIDS
PREVENTION SERVICE CONTRACT

FISCAL YEAR 2009-2010

Expenditures

Recommendation:

1. 8SG management repays DPH $2,284.00. A
2. Ensure that adequate supporting documentation is maintained for
all OAPP expenditures.

Agency’s Response:

1. SSG concurs with the finding. SSG will write a check for
$2,284.00 upon receipt of letter from the county (OAPP) regarding
this audif.

2. Program and fiscal personnel have developed joint procedures
that will ehsure that adequate documentation is maintained for all
consuitants paid under this contract.

Payroll and Personnel

Recommendation:

3. SSG management repays DPH $3,044.00

4. Ensure that payroll billings are based on actual hours spent by
employees performing OAPP related activities.

5. Ensure that timecards are signed by the employee and
supervisory personnel.

Agency’s Response:

3. SSG concurs with the finding. SSG will write a check for
$3,044.00 upon receipt of letter from the county (OAPP) regarding
this audit.

4. SSG management will ensure that actual hours worked on OAPAP
contracts are reflected on timesheets upon submission of the
request for budget madification.
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SPECIAL SERVICE FOR GROUPS
RESPONSE TO FISCAL REVIEW OF HIV/AID
PREVENTION SERVICES CONTRACT

FOR PROGRAM YEAR 2009-2010

Page 2 of 2

5. Although signatures of both employee and supetvisor are required
on timesheets, processing unsigned timesheets was a major
oversight. In the future, SSG management will ensure that all
timesheets are signed before processing payroll.

Cost Reports

Recommendation:

6. SSG management repays DPH $851.00.
7. Ensure that Cost Reports submitted to OAPP are supported by the
accounting records prior to submitting the Cost Reports to OAPP.

Agency’s Response:

6. SSG concurs with the finding. SSG will write a check for $851.00
upon receipt of letter from the county (OAPP) regarding this audit.

7. SSG management will ensure that backup documentation are
filed according to cost centers’ cost reports.






